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[bookmark: _Toc269117773][bookmark: _Toc269119990]INTRODUCTION

Regency Estates has more than twenty years’ experience of residential & commercial property letting. Our wide ranging experience in all aspects of letting both furnished and unfurnished accommodation ensures that at all times you receive the very best advice. Regency Estates is proud to be able to offer what we consider a professional service, yet we still manage to keep it very personal.

Letting your property is not just putting a tenant in the property at the earliest opportunity. More importantly we feel there is a need to focus on good quality tenants who are going to look after your property, pay rent when due and when the tenancy finishes give you back the property in good order. For us this is the most important part of managing your property and forms the core of our service.

Our comprehensive service gives you total peace of mind. We will do everything for you, from finding a tenant, getting quotes and managing the repairs, to taking back possession at the end of the lease. So why have the hassle and the worry of managing your own property when Regency Estates can do it for you and make life easier.


WHAT DO I DO FIRST?

You will need a valuation & market appraisal. A member of our management team will visit your property and provide a free of charge assessment of its value. Our management team will advise you on current market conditions in your area and indeed the likely rent it will achieve. You will be able to ask as many questions as you wish about renting and property management, our representative will be only to happy to help you.

FINDING A SUITABLE TENANT

Regency Estates will market your property in the following ways until a tenant is found.

· Rightmove
· Zoopla
· Regency Estates Web Site
· TO LET board outside the property
· LED Display in our office window

Rightmove is the largest property portal in the UK market. It receives thousands of visits every day and is the most effective tool for letting your property quickly. Also any enquiry from Rightmove or any other avenue is matched with other similar properties available on our books. Once we have found the tenant we ensure that appropriate references are checked and affordability is always checked, we always look to have the added backup of a guarantor (who owns their own property)


WHAT WE OFFER…
[image: ]		FULLY MANAGED

If you haven’t the time or the experience to manage your property, Regency Estates have the experience to take care of it for you and we provide a comprehensive FULLY MANAGED package. We will give you a FREE market appraisal and once you’ve signed our terms of agreement we will produce a full colour brochure with professional photographs to show the property off to it’s best potential. Erect a TO LET board, upload it to all the major web portals as well as our own web site. Place it prominently in out state of the art light-pocket display windows. We will attend all the viewings, negotiating the best possible rent. Once a reservation fee has been taken we will carryout rigorous reference and affordability checking, we will also obtain a home owning guarantor for additional security. When the tenant is ready to move in we will produce all the necessary paperwork and carry out a pre-check-in inspection. Once we have cleared funds on the rent we will forward it to you usually within 3 days. After 3 months we carry out a mid term inspection to confirm the tenant is looking after your property correctly. If this is so, we schedule the next inspection for 6 months. If we deem it necessary we will carryout a further inspection after another 3 months making sure the property is being looked after. We continually report to you at every stage of the process so that you are kept informed of what’s happening. Should the tenant have any problems or repairs are needed we have a dedicate maintenance team that looks after all repairs and maintenance. 
Throughout the tenancy we keep you, the landlord, informed throughout so you know exactly what’s happening with your property, including, When we find a tenant, notification of all payments, mid term inspections, tenants giving notice. Before we carryout any repairs or maintenance we always seek your authorisation unless it is an absolute emergency and if we cannot reach you we would carryout only necessary repairs. When a tenant gives their notice they are given instructions of “how to leave the property”. We always meet the tenant at the property and produce a check-out inspection report. Together with the check-in report this enable’s us to compare the condition of the property at the tenancy start date and the tenancy finish date. We are then in the perfect position to claim any justifiable repairs from the bond. 

It must be remembered, there is always an element of wear & tear allowable within the property during the tenancy. Walls may be slightly scuffed; carpets and any furniture will be slightly more worn, this is allowable and cannot be deducted from the bond. Also it should be understood that a tenant only has to leave the property as clean as the average person and not necessarily as a professional cleaner would leave it. After every tenancy it may therefore require a clean which the landlord has to pay for. But with our comprehensive check-in and check-out reports we are in the best position to contest any unnecessary repairs and mistreatment of the property.

Whichever option you decide to go with we must stress that it is much more important to find a good tenant however long it takes. Taking the first applicant just to let a property quickly may end up making you financially worse off. A bad tenant may end up in arrears and has may have caused lots of damage to the property. Our many year experience and rigorous referencing helps to minimise the risk of bad tenants. Clearly there are no guarantees with any tenant but the risks are greatly decreased by following our tried and tested procedures. 
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Many experienced landlords wish to fully manage their property themselves. If this is the case Regency Estates offer an ADVERTISE ONLY option. Regency Estates will provide all the marketing; TO LET board, Rightmove & Zoopla property portals, professional photographs, property brochure. We field all calls from potential applicants. As we receive the enquiry we pass details to you to arrange viewings direct. When you have chosen a tenant you would then arrange your own referencing, draw up the tenancy, and move your tenants in. The responsibility lies completely with you.

If you wish to take advantage of this service our fee is £195.00 + VAT. We require a copy of your EPC, signed terms and payment in full, before we can commence marketing.
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You may wish to handle the day-to-day management of your property yourself but you may not have the time to advertise, carry out viewings, carry out referencing, prepare the lease and carry out the check-in. If this is the case Regency Estates offer a LET ONLY option. Here Regency Estates will provide all the marketing as with the Advertise only option but in addition we will conduct all the viewings. Once a Tenant is found, we rigorously complete all the referencing and affordability checks, prepare the tenancy agreement, produce the pre tenancy check-in report and move the tenant into the property. All the paperwork will then be passed over to you, to carry on managing the property yourself. 

Our charge for this is 1 months rent. The deposit would be transferred to you and it would be your responsibility to place the deposit with an approved deposit scheme


LETTING YOUR PROPERTY

THE TENANCY AGREEMENT

Most properties are let on Assured Shorthold Tenancies, which can be for periods of 6 months or more. The agreement is the most appropriate type for short lettings and the most secure. It’s key feature is that during what is know as the fixed term neither the landlord or the tenant can bring the tenancy to an end without mutual agreement. Thus tenants must pay rent to the end of the tenancy whether they remain at the property or not and thereby give the landlord security of payment. Similarly landlords may not gain possession of the property unless a condition of the tenancy has been breached or the tenancy term has expired.

Landlords must give two months notice (earliest date of issue is in the fourth month of a six month tenancy) to terminate a tenancy and tenants one month’s notice (earliest date of issue must be month five of a six month tenancy) both must be in writing.

After the ‘fixed term’ the tenancy agreement will automatically become a Periodic Shorthold Tenancy continuing on a rolling month basis. Notice to terminate being allowed by either party giving the correct notice periods, 2 months for a landlord and 1 month for a tenant.


RENTS

Regency collects rents monthly from tenants, on the anniversary of the tenancy. It arrives in several different formats, however as soon as we have cleared funds in our account these will be forwarded to you without delay. Our own commission and any costs that have been incurred are deducted from your rent before payment to you. A statement with all the details will be sent to your email address at the same time the payment is made.




RENT ARREARS

Unpaid rents are treated with the highest degree of importance. When a rent is overdue for 5 days tenants are contacted by text and email, if contact is not made and the arrears not cleared or a payment structure agreed, after 10 days a second email is sent, if there is still no response from the tenant, after 15 days either a phone or a letter is posted to the guarantor. 9 times out of 10 the tenant then usually pays. If not we then contact the landlord for instructions of how they wish to proceed, either the issuing of sections to gain possession of the property, further letters, or instruction of solicitors. If the tenant is 2 months or more in arrears a section 8 may be issued, this gives the landlord the right of possession after 2 weeks. Or a section 21 may be issued; this gives the tenant 2 months notice that the landlord wants to regain possession of the property. In both instances if the tenant refuses to vacate the property, the landlord may then go to court to evict the tenant. In the case of a section 21 the landlord must go to court separately to claim the arrears.

When a tenant is taken to the County Court to recover possession/arrears the court fees may also be recovered but these must be initially paid by the landlord.


CHARGES

Regency Estates have NO SET UP FEE and we have various options of payments which allows the landlord a choice of which suits them best.

Commission only 

1 property		-	11% + VAT 	(13.2 inc vat)
2 – 5 properties	-	10% + VAT 	(12.0 inc vat)
6 – 10 properties	-	9% + VAT	(10.8 inc vat)
11 – plus properties	-	8% + VAT	(9.6 inc vat)

Finders Fee with a reduced commission *

£249.00 plus 7% *				(£298.80 + 8.4% inc vat)

The second option is better if your property produces a higher rent is and the tenant stays in the property for a long period of time.

*  plus VAT


TAX PROVISIONS

OVERSEAS LANDLORDS

Landlords intending to be resident outside the UK are still liable to pay tax on rental income. If the landlord does not hold a tax exemption certificate (FICO number) Tax must be deducted by our agency at source on behalf of the Inland Revenue and paid to them directly. The rate of tax deducted is currently 20% of the rent payable to you. If you have a mortgage on the property the interest you pay may also be deducted, however this must be reclaimed from the Inland Revenue.

N.B. If you wish rent to be paid to you gross, then a Tax Exemption Certificate must be provided to our offices in advance. The appropriate application form is available from our offices or your local tax office or from the internet 

UNLESS A VALID EXEMPTION CERTIFICATE IS SUPPLIED TAX WILL BE DEDUCTED AT SOURCE BY OUR AGENCY 


UK RESIDENT LANDLORDS

Rent received on your property will be classed as ‘Unearned Income’ by the inland revenue and you will pay tax at your personal taxation rate on the profit element of your rent i.e. All repair costs, mortgage interest, other expenses may be used to offset against your rental income and only the remaining portion will be classed as profit in most circumstances.

Regency Estates strongly recommend taking professional advice from a qualified Chartered Accountant, as individual circumstances may vary.

The Inland Revenue regularly request information from all Letting Agents about the properties they manage.

THINGS TO REMEMBER WHEN LETTING YOUR PROPERTY….

CURRENT REGULATIONS GOVERNING RENTED PROPERTY

Before letting your property you must comply with current regulations, which are strictly enforced by trading standards officers. Some of the current regulations applicable to you are:

· Gas Safety Certificate
· EPC required before the property is marketed
· Installation of smoke alarms on all floors
· Installation of carbon monoxide alarms (only when solid fuel appliances are used)
· Fire retardant furniture, must be clearly labelled (No labels, not acceptable)
· PAT Test on all Electrical appliances
· Glass tables and furnishings (Glass furnishings must be safety glass)

This list is NOT exhaustive, as a general rule the law requires that goods are safe when supplied.

Please feel free to ask for more information on these matters.
Failure to comply with current regulations may result in action against you for negligence by the tenant. Neither Regency Estates nor any of it’s staff can accept any responsibility for a tenants loss due to your failure to comply with the regulations.
Certificates for safety must be reviewed annually. A heavy fine, imprisonment or both may be imposed by the trading standards office for failure to comply.

 If your property contains any gas appliances including central heating you MUST obtain a gas safety certificate from a qualified contractor and a copy must be supplied to Regency Estates before a tenancy begins. The ‘safety certificate’ must be renewed every 12 months to avoid potential prosecution. Regency will be happy to arrange this on your behalf or supply details of local contractors who will complete these reports for you at minimal cost, on request.

All gas contractors must be GAS SAFE registered and have ACOP (approval code of practice) qualification’s for the testing of all types of appliance.

ACOP Qualifications Required By Your Contractor Are ;

Safety legislation & basic safety			Combustion and it’s control
Flues & ventilation				Pressure & flow
Domestic gas pipework				Electricity and it’s control
Control System					Essential Electric’s
Wet central heating				Warm air heating
Cookers					Space heaters
Water heaters					Maintenance
LPG						Non domestic


Your contractor may not give a report on appliances if he is not qualified to inspect and any such report will not be recognised by ‘The Health & Safety Executive’. All qualified contractors carry ACOP’s identity cards which list their qualifications and a copy of this is now required with all reports provided.

If your property contains any electrical appliances they must be safe and in good order, in particular the plug must comply with current British Standards, be undamaged, correctly fitted with the appropriate size fuse and the cord must be free from cuts/breaks. None of the internal wiring must be visible along the cord or it’s connection to the plug itself. A competent qualified electrician should be able to check your appliances are correctly fitted and supply you with documentation regarding this. Regency will be happy to arrange this on your behalf at a relatively low cost or will supply details on request of contractors who will complete this type of work for you. Your general wiring must also be safe, it is not currently a requirement for the property to have an electrical safety check but it is strongly recommend you have one. If a tenant is injured due to an electrical fault the landlord may be liable.

· The Electrical Equipment (Safety) Regulations 1994
· Maximum penalty for non compliance is a fine of £5000 and six months imprisonment enforcement is by the local trading standards office (TSO)

We strongly advise landlords to remove from their properties all glass topped tables and the like, however if these are to remain at the property the glass must comply with current British Standard specifications.
All potential foam filled furnishings (suites, beds etc.) however small must comply with current fire regulations and display the flame retardant safety warning.

Non-compliant furnishings must be removed prior to the tenancy starting. You should provide Regency Estates with a comprehensive inventory of the items to be left at the property during the tenancy. This inventory will be attached to the lease when signed be the tenant and will be referred to before the tenants bond is returned and should where appropriate include notes on the condition of particular items. 

Should you opt to provide your own certificates these must be with us 5 days prior to a tenancy starting In the event of no certificates having been received Regency Estates will complete the appropriate certificate at your cost without notice.

FAILURE	 TO COMPLY WITH THE REGULATIONS MAY RESULT IN A HEAVY FINE IMPRISONMENT OR BOTH 


SERVICES TO THE PROPERTY

All meters for the supply of utilities (Gas, Water, Electric) should be read immediately prior to the tenancy starting and details sent to the appropriate service provider asking for your account to be finalised to the date of the tenancy starting and the account forwarded to your new address or agents address. You should also advise the provider that the property is about to be re-occupied by the tenant. By doing this any bills run up by the tenants will remain their sole responsibility and not pose a future problem for you or indeed any future tenant at the property.

You should not turn off any supplies since this may make viewings difficult and the testing of appliances impossible. Card meters must be left in credit for the same reason. 

LANDLORDS LETTING THEIR OWN PROPERTY OR A NEW PROPERTY

Re-direct your mail to your new address. In our experience this measure is never fool proof and we recommend leaving 6 large stamped address envelopes to allow tenants to post on, any mail, which may arrive.

We recommend that you advise your local police station of the situation and indeed local neighbours who may need to contact either yourself or Regency Estates in the event of a problem with your property.

Remove all personal items from the loft space.

If you expect tenants to maintain your garden please ensure that you leave appropriate equipment for them to use. Since few carry these items on their travels (electrical appliances must have a circuit breaker plug for safe outdoor use and all appliances need instructions.)

If your property is mortgaged to a lender then you are likely to be required to advise them in advance that you intend to let the property. If you write confirming your intentions and supply them with Regency Estates details they will usually make direct contact with us and request any documentation they may require.


PROPERTY INSURANCE

Ensure your property is covered with building insurance, if your property is unfurnished you not may wish to have contents insurance but if it is furnished remember to also arrange contents insurance. Correspondence, as with your mortgage is best made in writing and copies kept on file. Regency Estates offer specific policies for landlords at discounted rates and application forms are available from our offices on request.


REPAIRS, MAINTENANCE AND EXPENSES

Should your property require any repairs or maintenance Regency Estates will always request authorisation from the landlord but in an emergency and this is not possible Regency Estates reserve the right to complete repairs up to a value of £500.00 + VAT without authorisation. In almost all cases maintenance will be referred to you for authorisation prior to work commencing.

During very cold periods whilst your property is vacant we strongly recommend draining the water systems to avoid bursts and subsequent water damage. Please ask if you require assistance from one of our recommended contractors.

[bookmark: _GoBack]Whilst a property is empty between tenancies, standing charges for utility services may be payable. As of April 1st 2016 both furnished and unfurnished properties are now liable to 100% charge of council tax. These bills can create a problem due to late payment and subsequent court costs if left unpaid. Therefore if you forward the bills to Regency Estates we will pay these on your behalf out of rent providing funds are available.










LANDLORDS AGREEMENT
PROPERTY TO LET - DETAILS:

Full Address:……………………………………………………………………………………………………………………
Post Code…………………… 
Agreed Price……………………………
Available From………………………..

LANDLORD DETAILS:

Full Name.................................................................................................................................................. 
Home Address …………………………………………………………………………………………………
……………………………………………………………………………………………………………………….
Email Address……………………………………………………………
Mobile Number………………………………………………………….
Alternative Number……………………………………………………


SUMMARY OF CHARGES

We wish you to act for us on (Please Tick):
· 	Fully Managed							☐				11% + VAT with no additional fees (13.2% inc)			
· 	7% + VAT with finder’s fee of £249+VAT				☐
	(8.4% + £298.80)
	(Finder’s fee is payable each time a tenant is found)
· 	Let Only								☐	
	(First months rent + vat)		
· 	Advertise Only 							☐
	(£234.00 inc VAT)					
Please note management fees do not include any additional costs (e.g. Gas Certificates, PAT Test, EPC).

Please tick if you wish us to do any of the following :  

Gas Certificate (Legal Requirement)	£60.00 inc.		☐
Smoke Alarms (Legal Requirement)	P.O.A.			☐
EPC (Legal Requirement)			£60.00 inc.		☐
PAT Test (If Required)			£35.00 inc.		☐
Floor Plans					£30.00 inc.		☐
EPC & Floor plan (if taken together) 	£75.00 inc.		☐
Inventory if fully furnished			£90.00 inc.		☐

Advertise Only
Check-In Inspection report			£120.00 inc.		☐
Check-Out Inspection report		£120.00 inc.		☐
						
N.B. Withdrawal Fee £210.00 plus any certificate costs 



I hereby give Regency Estates the authority to market my property with immediate effect & agree to all the terms and conditions listed on attached sheets:

Name 1)……………………………………………………….. Signed 1)…………………………………………………………
Name 2)……………………………………………………….. Signed 2)…………………………………………………………
        Date……………………………..
Please forward this contract to nick@regencyestates.co.uk or to our office 34 Lee Lane, Horwich, Bolton BL6 7AE. Once you have signed this agreement you have the right to cancel within 7 days.

















TERMS & CONDITIONS

1. Prior to marketing your property Regency Estates must be in receipt of a current EPC. 
10 working days prior to letting your property Regency Estates will require a copy of all relevant certificates, including Gas Cert/PAT Test.  In the event of the certificates not being provided, Regency Estates will arrange all necessary certificates. Your certificates must be renewed every year where applicable; failure to do so may result in prosecution. In the case of furnished property any articles not complying with current legislation must be removed.

REGENCY ESTATES NOR ITS EMPLOYEES ACCEPT RESPONSIBILITY FOR YOU NOT COMPLYING WITH ALL LAWS AND REGULATIONS. 

2.	Will you be residing abroad 	YES/NO (delete as appropriate)
Tax Office………………………………………………………………………………………………….
Tax Reference…………………………………………………………………………………………..
N.I. Number…………………………………………………………………………………………….
Have you applied to the Inland Revenue under Non-Resident Landlords Scheme to receive UK rental income with no tax deducted (Form NRL1)?	YES /	NO (delete as appropriate)
If YES, please provide your NRL approval number
If NO, please ask us for this form for completion.
IF YOU RESIDE ABROAD AND DO NOT PROVIDE US WITH A NRL NUMBER WE WILL HAVE TO DEDUCT 20% FROM ANY PAYMENTS DUE TO YOU.

We will pay rent directly into your bank account, please provide the relevant
information.

BANK DETAILS:					  
Name of Bank…………………………………………….. Account Name ……………..……………………… 
Account Number…………………………………………Sort Code………………………………………….…...
2. Are there any restrictions on the property that we should observe?..................................................
Any obligations or covenants under a lease? (e.g.: No pets in leasehold flats)……………………………..
3. Are there any restrictions that you want to impose on the Tenants?
Would you accept?	Pets?			YES / NO
			DSS?			YES / NO
We take an additional Pet Fee of £100 as standard to cover any damages/cleaning that may be the result of having the pet.  This is non-refundable.
			Any Other conditions? …………………………………………………………………………
4. General Maintenance
Location of Water Stop Cock…………………………………………………………………………………………………
Do you have an alarm?........................ Alarm Code?............................. Is it under warranty?......................
Please provide details…………………………………………………………………………………………………………..

Do you have Smoke Detectors (compulsory on all floors)?...............................................
Do you have Carbon Monoxide Detectors (compulsory for properties with ‘high risk rooms’ which hold solid fuel appliances – such as wood burning stoves)……………………………………………

Is your boiler or any appliance under warranty or with a Homecare policy?  YES/NO

Boiler Policy Details (if applicable)………………………………………………………………………………………….
N.B. We will deal directly with Companies like British Gas as long as we are provided with the information.
		
Council Tax Band	………………………………

5. Do you employ your own tradesmen
Plumber		YES/NO
Electrician 		YES/NO
Joiner			YES/NO
Gardener		YES/NO
Any other		……………………………………………………………………………………………………..
			……………………………………………………………………………………………………..	
6. 	Regency Estates must be supplied with THREE sets of keys for the property. If they are not supplied, Regency Estates will have the required keys cut and this will be deducted from the first month’s rent. The cost of a key is between £3-£5, if it is a special/security key then we will give a POA.

6. If you terminate your agreement within 3 months before a tenant is found a fixed administration fee is payable at a rate of £210.00 inc plus any out of pockets costs incurred i.e. EPC, keys cut etc.

8.	If you terminate your agreement within 6 months of a tenant being found a fee of 1 months rent plus VAT will be incurred.
9.	I authorise Regency Estates to sign all documentation on our behalf in respect of the tenancy. I understand that it is law for all deposits to be held in a secure deposit scheme and agree for Regency Estates to carry out this action. I agree to the terms and condition set out under such schemes regarding the release of the deposit.

REGENCY ESTATES DO NOT ACCEPT RESPONSIBILITY OT LIABILITY FOR THE LOSS OF INCOME, DAMAGE TO YOUR PROPERTY OR BREACH OF THE LEASE. WE RESERVE THE RIGHT TO TERMINATE OUR POSITION AS YOUR LETTING AGENT AT ANYTIME.
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	ALWAYS USE A QUALIFIED REGISTERED AGENT
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